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Samples should be packaged and shipped to the laboratory for
analysis as soon as possible. Generally, the shorter the time
between sample collection/processing and sample analysis, the
more reliable the analytical results will be. Before shipping
samples to the laboratory:

E Check that sample bottles are labeled correctly.

E Complete an Analytical Services Request (ASR) form.

E Pack samples carefully in the shipping container to prevent
bottle breakage, shipping container leakage, and sample
degradation. Check that the bottle caps are securely
fastened.

Protocols for labeling, documenting, and packaging samples
established by the receiving laboratory must be followed. Obtain
authorization from the laboratory before shipping
highly contaminated or potentially hazardous samples
for analysis. A summary of procedures for shipping samples to
the NWQL is outlined below. Office of Water Quality Technical
Memorandum 92.06 and National Water Quality Laboratory
Technical Memorandum 95.04 give detailed instructions on
shipping procedures.

Each sample bottle must be correctly labeled with the station
identification number, date, time, and sample designation.
Sample designation is established by the laboratory. Laboratory
codes that are added or deleted from the analytical schedule
requested should be recorded on the ASR forms that accompany
the samples—not on the sample bottles.

1. Label each bottle with a permanent, waterproof marker, or use
preprinted labels that will remain securely attached to the
bottles, even if they become wet.
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2. Write legibly and include as a minimum the following informa-
tion:

• Station identification number.

• Date and time of sample collection.

• Sample designation code (Appendixes A5-A through A5-C).

Each set of samples must include an Analytical Services Request
(ASR) form. To ensure correct processing of samples, the
information recorded on the ASR form must correspond to each
sample in the shipment. 

E Never send a sample to the NWQL without an ASR
form (forms are available through DENSUPPL). 

E Information recorded on ASR forms must be legible
and completed in permanent ink or by computer.

Fill out the ASR form as follows, including as much information 
about the sample(s) as possible:

1. Record mandatory information:

• Station identification number and (or) unique number

• Telephone number at which field personnel who collected the
samples can be reached

• Name of study chief and (or) field personnel

• State and District user codes

• Project account number

• Date and time at beginning of field trip

• Schedules and laboratory codes of the analytical work
requested for submitted samples

A bottle with an unreadable label or 

no label is a wasted sample.
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